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DISCLAIMER

The contents of this guidebook reflect the views of the authors, who are responsible for the
findings and conclusions presented herein. The contents do not necessarily reflect the officia views
or policies of the Texas Department of Transportation or the Federal Highway Administration. This
report does not constitute a standard, specification, or regulation, and is not intended for
construction, bidding, or permit purposes.



ACKNOWLEDGMENTS

This research was performed for the Texas Department of Transportation (TxDOT), in
cooperation with the U.S. Department of Transportation, Federal Highway Administration. Ms.
Laura Higgins was the Texas Transportation Institute's research supervisor on the study. The
guidebook authors were Ms. Laura Higgins and Ms. Cynthia Weatherby.

The authors would like to recognize and thank TxDOT’s Project Director, Ms. Susan
Hausmann from the Public Transportation Division, for her help and guidance in this study. Her
assistance is greatly appreciated. Assistance from Ms. Jeannie Sagebid of the Alamo Area Council
of Governments and Ms. Lisa A. Cortinas of the Golden Crescent Regional Planning Commission
is also greatly appreciated by the authors.

vi



TABLE OF CONTENTS

Page

List Of FIQUIES . ..o e e e e iX

List Of EXamMPIES . ..o e X

List of INfOrmation RESOUICES . . . . ottt ettt e e ettt et Xi

Chapter 1 — INTRODUCTION ... e e e 1

Disaster Relief and the Texas State Emergency ManagementPlan . ................. 1

Comprehensive Emergency Management . ...t 5

Chapter 2— MITIGATION ... e e e e e 7

Risk and Hazard ASSESSMENt . . ..ottt et e e e 7

Mitigating Hazards . . .. .. ... e 9

Recommended Documentation for Crisis Mitigation ..................... 11

Chapter 3— PREPAREDNESS . . ... ... e e 19

Transit-Related Emergency Planning . ........ . i 19

County/City Emergency Management Plans . ............. ..., 30

Major Sections of an Emergency ManagementPlan ...................... 30

Public Transit Rolesin Emergency Management ..................ccvvivnan... 36

Resource and Capability Assessment ..., 36

Interorganizational Agreements . ...t e 40

NO-Fare EmMergency ServiCe . ..... .ottt 42

Increased ReadineSS ACLIONS ... ..o vttt 44

Education, Training, and Evaluation of the Emergency Plan ..................... 48

Emergency Plan Dissemination and Education .......................... 48

ProcedureS Training . . ... ottt e e et 48

Exercisesand Drills ... ..o 49

Chapter 4 — RESPONSE .. ... i e e e e et e e 55

Emergency Response ACtivation .. ...t e e 55

Quick-Reference Information Aids . ... e 57

Quick Reference Aidsfor Dispatchers. . ... 58

Quick Reference Aidsfor Transit VehicleOperators . .................... 58

Quick Reference Aidsfor Other Local Agencies. .. ... oi i i i et 58

Communicating with the Mediaand thePublic .. ............ ... ... ........... 60

Chapter 5— RECOVERY ... e e e e 63

Restoration of Normal Conditionsand Service ..., 63

After-Action Reports, Debriefing, and Assessment .. ..., 64
Chapter 6 — BUILDING AND MAINTAINING EMERGENCY MANAGEMENT

CAPABILITY: THEIEMSPROCESS . . ... i e e 67

Vil



Page

RE B BNCES . . .. 69
Appendix A. Federal Guidelines Governing Public Transit Vehicles.................. A-1
Appendix B. Brazos County Interjurisdictional Emergency ManagementPlan ........... B-1
Appendix C. Brazos County Interjurisdictional Emergency Management Plan,

ANNeX S (Transportation) . .........uuiiii ittt C-1
Appendix D. City of Port Arthur Emergency Management Plan,

ANnex S (Transportation) . ..........ouuiiii et D-1
Appendix E. Port Arthur Transit Standard Operating Procedures for Emergency

RESDONSE ..ot e e E-1
Appendix F. An Outline for Developing aLocal Transit System Emergency

Management Plan or Local Emergency Plan Transportation Annex ........ F-1

viii



LIST OF FIGURES

Figure Page
1. Annexes (Functions) within the Texas State Emergency Management Plan. .. ........ 3
2. RISK FaCIOrS . . oo 8
3. Hazard ResOlUtiON MaLriX ... ... e e i 9
4, Dispatcher NotificationSheet ......... ... .. .. i 21
5. Elements of Interorganizational Agreements . . ... 41
6. Drill Critigue Sheet—Command and Control Evaluation . ....................... 50
7. Drill Critique Sheet—SecurityattheScene ............. ... ... 51
8. Notification ProcedUresS . . .. ...t e 56
9. Critical Incident Management for First Responders ............... ..., 57
10.  Notification Procedures . . . ... ..o 60
11. MediaRdationsDuring CriSiS. . ... vv ittt et e e et 61
12, ReStoriNg TranSit SEVICE . . .o v ettt e e ettt e e e 63



LIST OF EXAMPLES

Page
Mitigation Documentation
VehicleMaintenanceSchedule ........... .. i 12
Radio Procedures . ... ..ot e 13
Traffic ViolationsS Procedures . ...t e 14
ONboard POlICIES . ... e 15
Required Onboard Emergency SUPPiES ... ..ot 16
Emergency Preparedness Documentation
Vehicle Accident/ColliSion . ... e 22
Security BreaChes . . ... ... 23
Severe Weather ACtion Plan . ... ... e e 24
Chemical/Biological Hazard Procedure . .. ... e 26
Bomb Threat Procedures . ... e 27
Bomb Threat Checklist . ...... ... e 29
Concept of Operations: General Information.............. ... .. ..., 33
Concept of Operations: Phasesof Management . .............. .. ..., 34
Organization and Assignment of Responsibilities(excerpt) ...................... 35
Transportation RESOUrCE List . ... ..ot e e e 38
Transit in Community Emergency Management: Levelsof Assistance ............. 39
NO-Fare Service PoliCy . ... ..o e 43
Increased Readiness Actions, Local Emergency Plan, Annex S (Transportation) . . . . . . 45
Increased Readiness Actions for Transit Agency Departments . ................... 46
Emer gency Response Documentation
EVacUatioN Map . ... oo 59
Emergency Recovery Documentation
Vehicle/Equipment Record Form . ... ... . . e 65



LIST OF INFORMATION RESOURCES

Page
Design GUIdEIINES ... o e 9
RISK ASSESOMENt . . . oot 10
TrANSIE SECUNLY . .ottt e e e e e e 20
Training OPPOIUNITIES . . . .ottt e e e e e 52
Emergency Preparedness Criteria . ......o it e e 68

Xi



Chapter 1 — INTRODUCTION

Public transit agencies have a history of providing assistance during crisis situations, performing
vital services such as evacuation of victims and transport of emergency personnel. In the aftermath
of major disasters, public transit systems have often supplemented or replaced damaged or blocked
roadways, maintaining mobility for residents and for repair and recovery workers. Public transit
agencies in Texas make substantial contributions to local emergency operations, as the following
examples indicate:

. VIA of San Antonio, The T of Fort Worth, Colorado Valley Transit, Del Rio Transit, and
Laredo Municipal Transit are among many Texas transit systems that provided evacuations
during 1998's string of storms and flooding. Connect Transit (Gulf Coast Center COG),
Kleburg County Transit, and the Corpus Christi RTA aso have a history of providing
evacuation and other emergency transportation services during severe storms. SPAN
(Denton) has provided evacuations for floods and for a hotel fire.

. Houston METRO and Capitol Metro of Austin use buses as heated or air-conditioned
shelters and treatment centers for emergency workers at the site of a fire or hazardous-
material incident.

. Sun Metro of El Paso stands ready to provide evacuations, transport, and shelter for
emergency personnel and volunteers, to block roads as directed by police, and to monitor
road and weather conditions to determine safe routes in inclement weather or other adverse
conditions. Inaddition, transit sedans are available to policeif alarger police fleet is needed.
Metro vehicles are equipped with multichannel two-way radios that can provide
communications support to emergency efforts.

. The City of Lewisville transit system parks one spare bus at a city fire station on aregular
basis, available to the transit system when needed but at the fire department’ s disposal for
evacuations, personnel and resource transport, or other emergency functions.

This guidebook is intended to serve as a source of information and ideas to assist public transit
systems in developing their own written emergency management plans and formalizing their
participation in the emergency management programs within their communities.

DISASTER RELIEF AND THE TEXASSTATE EMERGENCY MANAGEMENT PLAN

At the federal level, disasters and large-scale emergency responses are addressed by United States
Code Title 42, The Public Health and Welfare. This law authorizes the President to commandeer
public and private resources to respond to alarge-scale disaster. The Robert T. Stafford Disaster
Relief and Emergency Assistance Act (Public Law 93-288) provides for federa assistance for
disaster relief efforts. The request for federal assistance must come from state governors.



In Texas, the Texas Disaster Act of 1975 (now Texas State Government Code Chapter 418)
authorizes the governor to call upon people and resources as needed to respond to large-scale
emergencies within the state. The Texas State Emergency Management Plan (EMP) outlines the
overall organization of a state-wide emergency response effort. Each of the functional areas of the
EMP isdescribed in what is known as an “annex,” rather than a chapter or section. A listing of all
the annexes is shown in Figure 1. Finally, the Texas Disaster Act provides for a state Disaster
Emergency Funding Board and a Disaster Contigency Fund, which provide funding for local disaster
relief efforts when other resources are insufficient.

The Texas Disaster Act requires county-level emergency management programs, with municipal
programs a so recommended, for response to local emergencies or disasters. Declarations of local
disasters are made by the presiding officer of a county or municipal governing body (county judge
or mayor of a city, respectively) and authorize the implementation of the county or municipal
emergency plan. Many local emergency management plans follow the format used by the EMP,
which helps to ensure that all vital functions of emergency response are performed with minimal
“overlap” and maximum effectiveness.

TxDOT recommends that Texas transit agencies develop their own emergency plans and coordinate
where possible with their local jurisdictions in area-wide emergency planning. The district public
transportation coordinators are one resource for assistance in developing transit emergency plans.

The most common role for public transit to play in county or municipal plans is within
Transportation (Annex S). ldentification of transportation resources and coordination of those
resources for moving people and supplies are functions that many transit agencies are well-equipped
to lead or support. However, transit may aso fill roles in Evacuation (Annex E), in which travel
route monitoring and assessment are needed in addition to transporting people; in Law Enforcement
(Annex G), which may require roadblocks for traffic control and additional transportation for police;
in Communications (Annex B), which requires both communications equipment and the ability to
deliver that equipment to the needed sites; or in other functional areas depending on the particular
needs of the city or county and the resources of the transit agency.

Demand-responsive, door-to-door transit systems are likely to have an additional advantage in
emergency response: through client records and the interaction of personnel with their riders, the
transit providers know location and needs of many of the homebound residents in their cities or
counties. Thisinformation can be avaluable resource not only for evacuations, but also for functions
such as Warning (Annex A) and Public Information (Annex 1).



Figure 1. Annexes (Functions) within the Texas
State Emer gency Management Plan.

Annex
A War ning - dissemination of information regarding imminent
emergency situations to the public and to other local and
state agencies
B Communications - telecommuni cations support:

equipment, software, and coordination

C Shelter and M ass Car e - shelter, food, emergency first aid,
and relief supplies

D Radiological Emer gency Management - response to
radiological emergencies, radiological monitoring and
assessment, protective action recommendations

E Evacuation - development and execution of evacuation
plans, including routing, traffic control, and coordination of
evacuation support

F Firefighting - fire detection and suppression, training for
firefighting operations, incident command for response and
recovery operations

G Law Enforcement - traffic control, security, and related
activitiesin support of emergency response actions

H Health and Medical - medical care, records of casualties,
coordination with hospitals and other medical facilities

Public Information - development and dissemination of
instructions, news briefings, and other public/media
information during emergency activities

J Recovery - coordination and conduction of post-disaster
recovery activities, requests for disaster assistance

K Public Works and Engineering - engineering support
services, including debris removal, highway maintenance,
damage assessments, building and facility
inspecti on/stabilization/demolishment



Figure 1. Annexes (Functions) within the Texas
State Emer gency Management Plan (continued).

Annex

L Energy and Utilities - emergency power and other energy
sources, restoration of noncommunications utility systems

M Resour ce Support - procurement of facilities, equipment,
fuel, furniture, airline tickets, etc. that are not readily
available through other agencies

N Direction and Control - overall coordination of emergency
response/recovery mobilization; control of Emergency
Operations Center (EOC)

@] (Reserved — has been designated “Human Services’ in
some local plans)

P Hazard Mitigation - mitigation activities for the
jurisdiction, including establishment of regulations,
standards, etc. that manage identified hazards

Q Hazardous Material and Oil Spill Response -
identification, containment, and cleanup of hazardous
material and oil spills, public information regarding
hazardous materia spills

R Sear ch and Rescue - search, extrication, and immediate
medical treatment for stranded or trapped victims

S Transportation - coordination of transportation services for
evacuation, transport of emergency personnel and equipment

T Donations M anagement - coordination and setup of
facilities for receipt and distribution of donated goods

U Legal and Administrative Services - administrative and
fiscal policy guidance

\Y Food and Water - food, water, and ice resources to areas
affected by disaster

w Military Support - National Guard and State Guard
personnel and material assistance



COMPREHENSIVE EMERGENCY MANAGEMENT

The Federa Emergency Management Agency (FEMA) was formed in 1979, meshing five separate
federal agencies that had dealt with various aspects of disaster and emergency response. The
formation of FEMA also consolidated the concept of Comprehensive Emer gency M anagement
(CEM), which takes into account not only the response to a specific emergency but also the
conditions prior to and following the crisis. FEMA takes an “all-hazards’ approach to emergency
response, defining functions and activities that are common to all types of emergencies, rather than
planning responses differently for each type of emergency.

CEM emphasizestheimportance of mitigation, prepar edness, response, and recovery in managing
and containing the effects of an emergency situation. Federal disaster management and the Texas
State Emergency Management Plan are designed around these four phases of emergency
management.

. Mitigation refers to actions taken to minimize potential risks and hazards. Mitigation for
transit systems may include vehicle and facility design considerations, training in safety
procedures and standards, and other activities that promote safe operating conditions on a
day-to-day basis.

. Preparedness is the groundwork that should be laid for crisis intervention. Emergency
capability assessment, responsibilities and communications within and between
organizations, emergency procedures, and training are all issues that need to be addressed in
advance of an emergency situation in order for a response effort to be effective.

. Response begins when the emergency situation has occurred; or, in some cases, when
warning signs indicate that an emergency is imminent. Continued communications and
coordination of response activities are vital factorsin reducing the severity of the emergency.

. Recovery takes place after the crisis has passed and involves repairing damage and restoring
normal operations. Debriefing and assessment of the response and its success are also part
of the recovery phase; experiences from one response effort will be useful in refining
preparations for the next.

The following chapters of this guidebook will provide further descriptions of each of the four steps,
as well as samples and outlines to enable you to tailor an emergency plan to the resources and
activities of your transit system and the surrounding community.

Note: This guidebook contains guidelines and examples from other published documents on
emergency management and from transit system emergency management plans. Information that
has been taken from published works is presented in numbered figures. Examples from transit
emergency plans are indicated by “Example’ headings at the top of the page.




Chapter 2— MITIGATION

Vehicle design standards, accessibility of facilities, equipment maintenance, and safe operating
procedures are all associated with normal transit operations and are not obvious components of
emergency planning. However, these elements of day-to-day operation are avital part of the crisis
mitigation phase of emergency management.

Crisismitigation refersto activities that will help to prevent some emergencies and will help lessen
the effects of the ones that occur. Manufacturing standards, building codes, and insurance coverage
are some examples of crisis mitigation in industry. For transit agencies and providers, mitigation
activities also include design and maintenance standards for vehicles and equipment and procedures
that promote safe, secure operations.

Mitigation is an ongoing process. Existing policies and standards require regular evaluation and
updating. This chapter provides abrief summary of mitigation activities for transit agencies, with
suggested resources for further information. 'Y our agency likely has policies and standards in place
for most of the areas described, due to existing federal and state guidelines. However, you may wish
to document these activities in the agency’ s preparedness plan.

RISK AND HAZARD ASSESSMENT

Risk assessments contribute to the formation of policies and standards by pinpointing the risks and
hazards that are likely to occur and the transit system’ s potential areas of vulnerability. Each of the
risksidentified should then be assessed to determine potential impact on transit operations, employee
safety, and property loss or damage.

The risks and hazards associated with emergency response must also be identified and resolved, with
priority given to the safety of transit riders, employees, and property. Houston METRO'’ s emergency
plan, for example, specifies that a police vehicle will accompany any METRO vehicle that travels
to an evacuation site or other disaster area. The effect of emergency response activities on normal
transit operations must also be considered, with a policy in place that specifies the circumstances
under which normal transit operations will be altered or suspended.

Figure 2 summarizes common types of hazards that can affect a transit system. Other types of
hazards may be unique to geographic locations. For example, some transit systems have found that
rising water caused by severe weather outside their vicinity isacommon event in their service area.
In another example, afailure of the local radio station (used as the emergency broadcast system)
could be a technological failure that especially impacts rural areas. Geographicaly, the transit
system may also be affected by its proximity to railroads or major highways and find that vehicles
may be immobilized by blockages on therail line or highway.

A detailed risk assessment assigns aleve of risk to each identified hazard, based on the potential for
damage to property, personnel, and operations. negligible, marginal, critical, or catastrophic.
Based on the levd of risk and the estimated probability of the identified hazard occurring, priorities
can be set to mitigate hazards. Figure 3 summarizes this prioritization.



Figure 2. Risk Factors.

Historical — What types of events have
occurred at the transit system?

Fires

Severe weather
Hazardous material spills
Transportation accidents
Earthquakes

Hurricanes

Tornadoes
Terrorism/Quasi-terrorism
Utility outages

Technological — What could result from
aprocess or system failure?

Fire, explosion, hazardous materials
incident

Safety system failure
Telecommunications failure
Computer system failure

Power failure

Heating/cooling system failure
Emergency notification system failure

Geogr aphic — What can happen asa
result of the transit system’ s location?

* Proximity to flood plains, seismic
faults, and dams

*  Proximity to companies that produce,
store, use, or transport hazardous
materials

*  Proximity to nuclear power plants

Human Error — What emergencies can
be caused by employee error? Are
employeestrained to work safely? Do
they know what to do in an emergency?
Human error isthe single largest cause of
workplace emergencies and can result
from:

» Poor training

» Poor maintenance
o Carelessness

* Misconduct

* Substance abuse

» Fatigue

Physical — What types of emergencies
could result from the design or
construction of atransit facility or vehicle?
Does the physical facility enhance safety?

Regulatory — What emergencies or
hazardsis the transit regulated to deal
with? Analyze each potential emergency
from beginning to end. Consider what

Consider:

Physical construction of the facility
Hazardous processes or by-products
Facilities for storing combustibles
Layout of equipment

Lighting

Evacuation routes and exits
Proximity of shelter areas

could happen as aresult of:

» Prohibited access to the facility
* Lossof eectric power

¢ Communications lines down
* Ruptured gas mains

* Water damage

*  Smoke damage

o  Structural damage

* Air or water contamination
* Explosion

» Building collapse

o Trapped persons

¢ Chemical release

Source: Critical Incident Management Guidelines, pp. 15-16.(1)



Figure 3. Hazard Resolution Matrix.

|. Catastrophic |[II. Critical [11. Marginal IV. Negligible
A. Frequent Unacceptable Unacceptable Unacceptable Acceptable/ WR*
B. Probable Unacceptable Unacceptable Undesirable Acceptable/ WR*
C. Occasional |Unacceptable Undesirable Undesirable Acceptable
D. Remote Undesirable Undesirable Acceptable/WR* |Acceptable
E. Improbable |Acceptable/WR* |Acceptable/WR* |Acceptable/WR* [Acceptable
* Acceptable/WR — Acceptable with review by management staff

__________________________________________________________________________________________________________________|
Source: Critical Incident Management Guidelines, p. 18.(1)

MITIGATING HAZARDS

Once hazards are identified and priorities are set for addressing them, various mitigation methods
can be used to resolve them. Critical Incident Management Guidelines (1) recommends the
following mitigation methods for resolving identified risks, in decreasing order of effectiveness:

design the system to eliminate the problem,
design the system to control the problem,

add safety or security devicesto control the problem,
add warning devices to control the problem, and
institute special procedures or training to control the problem.

Federal, state, and industry regulations and standards for vehicles and facilities specify some design
criteriathat contribute to hazard mitigation. See Appendix A for asummary of federal requirements
for public transit vehicle features, excerpted from Recommended Emergency Preparedness
Guidelines for Urban, Rural, and Specialized Transit Systems (2).

Information

source —

sign Gu

lines

1994.

Additional guidelines for vehicles and equipment are provided in the
following documents, available from the Federal Transit Agency (FTA):

Standardization of Availability, Location, and Use of Safety Equipment
on Urban Transit Buses; FTA-MA-26-0011-96-1, May 1996.

Bus and Passenger Accident Prevention; FTA-MA-26-0010-94-1, June




A special tool available at no cost that you can useto assist in your transit agency’ s risk assessment
is Transit Risk Manager software, described below.

Information Resource — Risk Assessment

The Transportation Research Board (TRB) published the software
Transit Risk Manager in 1996 as the result of a Transit Cooperative
Research Program study examining transit loss data. The Windows®*-
based software is designed to help assess atransit system’ s risk
management practices, tailoring the assessment to the laws and
regulations in the state in which the transit system operates.

Transit Risk Manager provides or assists with the development of the
following:

» risk profile of the transit system, based on identified hazards,

recommended insurance options,

» “best practices’ for dealing with identified risks, through design or
policy,

o “losstriangles’ to predict future losses and insurance/funding
needs,

e documentation, including risk management policy statements, self-
insurance plan documents, safety policy statements, and

e prototype insurance specifications.
The software can be obtained free of charge from APTA:

American Public Transportation Association
c/o TCRP Dissemination

1201 New York Avenue, N.W.

Washington, D.C. 20005

FAX (202) 898-4019

e-malil: trcp@apta.com

"Windows® is a registered trademark of the Microsoft Corporation.
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Recommended Documentation for Crisis Mitigation

The desired result of atransit agency risk assessment is a set of criteria, standards and operating
procedures that will contribute to crisis mitigation. The following mitigation documentation is
recommended as a minimum for most transit providers.

Design Criteria

vehicles

facilities (buildings, shelters)
communication equipment
power

Operating Practices

vehicle and equipment maintenance schedules and records

communication/radio procedures

speed limits, accident and traffic violation procedures

passenger loading and unloading procedures, including assistance of passengers with
specia needs

security measures

required onboard emergency equipment and supplies

Passenger Education

onboard policies
safe riding practices
personal security

Examples of transit system mitigation documentation are provided on the following pages.

As each transit system developsits own emergency plan, it will reflect the unique attributes of that
system. For example, if the system’ s buses have seatbdlts, the standard onboard policy will probably
reflect that all belts must be buckled before the engine starts. Required onboard emergency supplies
may similarly be dependent upon the area served. Maps, for example, may be an important part of
the onboard emergency supply list for servicein rura areas to deal with identifying alternate routes
in case of road closures or rising water.

11



EXAMPLES MITIGATION DOCUMENTATI

Vehicle Maintenance Schedule

MAINTENANCE INTERVALS SCHEDULE

3,000 MILES

* Change engine oil and replace oil filter
6,000 MILES

* Change engine oil and replace oil filter

* Rotate tires and adjust air pressure

* Lubricate steering linkage suspension, driveshaft U-joint. Grease fittings.
9,000 MILES

* Change engine oil and replace oil filter

* Inspect exhaust system for leaks, damage, or loose parts. Remove any foreign

material trapped by exhaust systems shielding.

NOTE: It isnormal for a certain amount of moisture and staining to be present around muffler seams.
The presence of soot, light surface rust, or moisture does not indicate a faulty muffler.

* Lubricate steering linkage suspension, driveshaft U-joint. Grease fittings.

(Continued)

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES MITIGATION DOCUMENTATION

Radio Procedures

SUBJECT: Review date: 6/05/98

RADIO PROCEDURES Revision date: 6/15/98

12.

13.

14.

15.

16.

17.

POLICY

To insure the safety of our drivers and passengers and to enhance the performance of our operations, all
Connect Transit personnel will be familiar with two-way radio operations.

PROCEDURE

Staff utilizing the two-way radio shall follow the standard use practices of the FCC. Use of profanity,
abusive language, or other inappropriate broadcast is not alowed and could result in disciplinary
action.

All base stations and vehicle units shall be tuned to appropriate assigned frequency at al times.

Staff should initiate communications by stating who they are calling “ Base (101, etc.) thisis 102 (base,
etc.).” At the completion of the transmission both parties will indicate that the transmission is
completed by saying their call sign and “clear.”

Except in the event of an emergency, all staff should listen five (05) seconds before transmitting to
ensure there are no transmissions in progress. Transmissions should not be interrupted unlessit isan
emergency.

In the event of an emergency, establish communications on the primary freq. and immediately shift to
the secondary freg. State the emergency and what assistance you are requesting. To insure help arrives
that is appropriate you should include the following items as soon as possible:

a. Who you are and your location in detail. Include which city, as some streets are the same
throughout our area. Give cross streets and local landmarks if appropriate.

b. State what assistance you need, supervisor, police, EMT.

c. State how many passengers and what their status is at the time.

d. If you are not involved with the emergency, stay off the radio; communications should be between
dispatch and the unit requesting assistance. After initial contact communications may be between a

supervisor and the unit or dispatch and a supervisor.

Radio channels are as follows: (continued)

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES MITIGATION DOCUMENTATION

Traffic Violations Procedures

SUBJECT: Review date: 6/5/98
TRAFFIC VIOLATIONS PROCEDURES Revision date: 6/15/98

POLICY

Drivers are responsible for their driving records at all times. Asrequired by law, any person holding a
Commercia Drivers License must report any moving violation to their employer.

PROCEDURE
1. If involved in amoving violation while in a Connect Transit vehicle, you are required to do the following:
a DO NOT MOVE THE VEHICLE unless directed to do so by law enforcement personnel or Connect
Transit management staff. Once directed to move the vehicle, drive only as far as to clear whatever
hazard or obstruction you may have been causing. DO NOT CONTINUE YOUR ROUTE.
b. Contact dispatch asto the nature of the violation (Speeding ticket, etc.)

c.  You will be required to submit to an alcohol & drug screening within two hours. Failure to submit to
this screening will result in termination of employment.

d. While awaiting results of the alcohol & drug screening tests, you will be suspended without pay.
2. If involved in amoving violation while in a private vehicle, you are required to do the following:

a.  Notify Connect Transit Management staff as soon as possible after the violation occurs with details as
to location, time, etc.

b. Provide Connect Transit with a copy of the citation issued.

3. Onceayear, arecords check will be conducted. If aviolation shows up that has not been reported, you will
be subject to termination of employment.

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES MITIGATION DOCUMENTATION

Onboard Poalicies

SUBJECT: Review date: 6/5/98
ONBOARD POLICIES Revision date: 6/15/98

POLICY

Safety of our passengersis our primary goal. It takes cooperation between driver and passengers. Passengers
relate cleanliness to security. If avehicleisclean and safe it presents a positive image within the area we serve.

PROCEDURE

1. Rulesthat apply to both drivers and passengers.
a.  Nosmoking, eating or drinking will be permitted on the vehicle.
b. Noanimals, except for dog guides or animal assistants, will be allowed on the vehicle.
c. No abusive, derogatory, or offensive language will be tolerated.

2. Passenger responsibilities:

a.  Nodisruptive behavior or any other behavior that will affect the safe completion of the route will be
tolerated.

b. Connect Transit will not transport anyone who is displaying violent or aggressive behavior.

c. Any passenger displaying unsafe behavior will be removed from the vehicle immediately to protect the
safety of other passengers.

3. Driver responsibilities:

a.  Prior to departing facility, driver will inspect vehicle for cleanliness, and remove al trash, etc, and
insure vehicle is clean.

b. Prior to departing facility, driver will insure all potential safety hazards such as wheel chair straps are
properly stored. Items such as wheel chair straps will be brought out when needed and stored properly
when not in use.

¢. Upon returning to the facility, and when needed during the course of the day, driver will ensure vehicle
isclean and in a saf e posture.

d. Itisthedriver'sresponsibility to fill out an Incident Report within 24 hours if any behaviora violations
occur and contact the General Manager immediately through dispatch.

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES

MITIGATION

CUMENTATION

Required Onboard Emergency Supplies (page 1 of 2)

POLICY

NG A~ONE

PROCEDURE

32- 3/4 x 3" sheer bandages
20- 1 x 3" fabric bandages

4 small non-stick pads

2- 2" soft-gauze pads

2 oval eye pads

1 triangular bandage
hypo-alergenic first aid tape
1- 2" elastic bandage

tube of first aid creme

10 antiseptic wipes

. first aid guide

contents card

. SCissors

2 disposable latex medical gloves
1 CPR resuscitator with one-way valve & filter

b. Biohazard clean up pack kit.

1 pair of latex medical gloves.

1 liquid treatment system

1 pair of disposable waste scoops/scrapers
1 surface disinfectant wipe

1 antimicrobial wipe

1 biohazard waste bag

1 evidence/syringe container

1 biohazard instruction sheet

It isthe policy of Connect Transportation to maintain fully stocked first-aid kits, biohazard clean-up packs, fire
suppression equipment, and vehicle emergency equipment and emergency instructionsin all vehicles.

1. Theassigned vehicle driver shall inspect the vehicle daily for the following emergency supplies and
document on the pre-trip inspection sheet (form CGG9500).

a First Aid Kit— First aid listsare stored in all vehicles. Kits are restocked, if necessary when
inspected. These items are obtained from the vehicle custodian who handles supply orders. Thefirst
aid kit contains the following:

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES MITIGATION DOCUMENTATION

Required Onboard Emergency Supplies (page 2 of 2)

c. Firesuppression equipment — a5 pound ABC dry chemical fire extinguisher is mounted in each
vehicle, beside or behind the rear driver seat.

1. Theextinguisher isinspected to insure proper pressure (the indicator isin the green zone). If the
indicator enters the red zone, the extinguisher is removed from the vehicle and replaced by the
Fleet Manager.

2. The Fleet Manager shall inspect extinguisher annually and replace or recharge the test.

3. A fireinspection tag shall be affixed with current year and date and inspecting companies
signature.

NOTE: All emergency kitsand fire extinguisher s must be mounted in vehicle.

d. Flashlights— atwo cdll flashlight isissued to all driversfor usein al Connect Transportation
vehicles. Flashlights are inspected daily for operation and battery charge, and illumination. Dead or
weak batteries are replaced as needed. Fresh batteries are obtained from the General Manager and
Fleet Manager.

e. A safecut seat belt cutter is mounted in the dash are of all vehicles.

f.  Emergency vehicle supplies, jumper cables, fuses and emergency signal markers are maintained in the
rear of al vehicles.

g. Emergency instructions — written procedures regarding the handling of mechanical and road
emergencies are located in the vehicle glove compartment.

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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Chapter 3— PREPAREDNESS

The preparedness phase of emergency management establishes the objectives, procedures, and
resources for afuture emergency response effort. At both the agency level and the community level,
preparedness activities include the devel opment of documented emergency procedures, assignment
of responsibilitiesfor all phases of emergency operations, and training and eval uation of the planned
emergency activities. This chapter begins with a brief overview of transit agency emergency
planning, followed by a description of community emergency plans in Texas and ways in which
transit agencies might become involved in community emergency response. The chapter concludes
with asummary of education and training pertaining to emergency management.

TRANSIT-RELATED EMERGENCY PLANNING

Just as standard operating procedures and policies contribute to safe and efficient transit operations
under normal conditions, established emergency procedures are necessary for safe and efficient
management of unexpected events.

The FTA’s Recommended Emergency Preparedness Guidelines for Urban, Rural, and Specialized
Transit Systems (2) recommends that transit systems devel op emergency response procedures for the
following scenarios.

passenger fall or illness,

vehicle breakdown,

driver incapacitation,

vehicle collision,

vehiclefire,

vehicle collision with fire,

vehiclerollover,

vehicle immersion in water, and

severe weather conditions/natural disasters.

Other potential emergency scenarios that could affect transit operations include the following:

. chemical or biological hazards and
. bomb or other terrorist threats.
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Information Resource — Transit Security

Further information on transit security measur es can be found in the
following documents, all available from the FTA:

Transit Security Handbook; FTA-MA-90-9007-98-1
Transit Security Procedures Guide; FTA-MA-90-7001-94-2
Emergency Preparedness for Transit Terrorism; TCRP Synthesis 27

Transit System Security Program Planning Guide;
FTA-MA-90-7001-94-1, January 1994, reprint November 1997

While the specifics of emergency procedures will vary according to factors such as vehicle type and
the type of transit service provided, they will all incorporate some basic el ements:

Situation assessment—ascertaining the facts of the emergency situation, including the
type(s) of hazard present, the people, facilities, and vehicles involved, and the types of
emergency assistance that will be needed.

Notification procedur es—reporting an emergency or incident, including all relevant details
for a needed emergency response. (See Figure4.) Notification also includes informing and
updating passengers about the nature and status of the incident.

Protection of the incident scene—identification and control of secondary hazards that may
pose further threats to passengers or emergency personnel, traffic control at the scene.

Evacuation and rescue assistance—emergency access to vehicles viaexit doors, windows,
roof hatches; emergency extrication procedures, which may involve cutting seatbelts and/or
removing seats and other vehicle components in order to disentangle passengers.

These emergency procedures, besides protecting lives and resources in transit-related emergencies,
will be a valuable asset for transit personnel involved in community-wide emergency response.
Some examples of response procedures for transit-related emergencies are provided on the following

pages.

Emergency procedures should be reviewed (and updated where necessary) on aregular basis, aswell
as after an emergency reponse effort. A review is recommended every six months.
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Figure 4. Dispatcher Notification Shest.

DISPATCHER NOTIFICATION SHEET

When an emergency is reported, the dispatcher should ask the
following:

1. V ehicle number and driver name

2. Exact location of the emergency
- Road
- Cross Street
- Direction Headed
- Landmarks

3. Type of emergency
- Accident
- Fire
- Mechanical Difficulty
- Health Difficulty

Number of possible injuries

Extent of injuries

Whether emergency personnel have been notified

Nf|fo|o |+

Time that emergency occurred

Source: Critical Incident Management Guidelines, p.E-6.
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EXAMPLES EMERGENCY PRE EDNESS DOCUMENTATION

Vehicle Accident/Coallision

POLICY

It isthe policy of the Gulf Coast Center to maintain emergency and reporting procedures in the event of avehicle
accident, which are made available and communicated to al staff and vehicle operators.

PROCEDURE

1 Evaluating Accident

a  Thefirst thing to do after an accident isto find out if any passengers have been injured; secure the vehicle
immediately to protect passengers.

b. Cadll for assistance (EMS, Police, etc.)

STAY CALM

d. Turn to passengers and ask if everyoneisall right, look to seeif there are any unconscious or seriously
injured — look for bleeding, broken limbs, vomiting, poor breathing (Administer First Aid).

e. Look for signs, such as disorientation, confusion, or inability to respond to questions. These could indicate
serious head injury.

f.  After you have determined that there are no serious injuries and emergency ambulance and first aid is not
required,

o

Thelocal Police, Sheriff, or Department of Public Safety officer must be called to investigate the scene
of the accident.

g. Contact the Gulf Coast Center/Fleet Manager at pager 409/942-0706 or 281/765-0497.
2. Post Accident

Once you have responded to the accident by following the procedures described above it will be necessary to
obtain information and perform other actions to protect passengers and staff.

Themost important of these activitiesisto document what happened.

a  Remove the Texas Risk Council Fund Insurance information packet, either in the glove box or above the
vehicle visor.

b. Insurance Form must be completed. Answer All Questions.
c. Obtain names, addresses, and phone numbers of passengersin your vehicle.
d. Get thelicense plate number first, then obtain names of driver and passengersin other vehicle.
e. Get the names of the investigating police officer and his or her agency (county, city, also badge number and
acase number if available).
f.  If an ambulance was called, write down which hospital it went to.
g. Notethetime and specific location of the accident.
3. Do not talk to anyone about the accident except the appropriate authorities.
a. Do not blame others or take the blame for the accident.
b. Avoid discussing details with anyone except Gulf Coast Center officials, Police, or EMS.
c. Don't volunteer any information to anyone!!!
d. Don’t make any statements to the press or bystanders, refer their questions to the Gulf Coast Center’s Public

Relations Director of the Director of Transportation.
e. If contacted by an attorney or any other individual about the accident, refer them to the Gulf Coast Center’s
Transportation Director.

Complete and turn in an Incident Report to the Connect Transit General Manager within 24 hours.

The Fleet Manager or General Manager will respond and investigate accident scene.

Source: Operator Safety Manual, Connect Transportation, Gulf Coast Center
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EXAMPLES EMERGENCY PRE EDNESS DOCUMENTATION

Security Breaches

POLICY

it isthe policy of Connect Transportation to maintain the security of the premises and vehicles by reporting and
responding to breaches in security.

PROCEDURE

1. In an effort to establish and maintain a safe and secure environment.

a.  Anyindividual seen in the office area or the bus parking premises who is not recognized shall be stopped
and guestioned.

b. If theindividual has business at Connect Transportation escort him or her to the proper person, or to the
facility front desk.

c. If theindividua runs off, notify the General Manager or Fleet Manager immediately and compl ete an
Incident Report.

d. If theindividua becomes belligerent or threatening in any way, leave the scene, notify the General Manager
or Fleet Manager and call 911.

e. Follow theinstructions given by 911. Provide the following information, to the best of your ability, then
complete an Incident Report.

Height

Weight

Gender

Ethnicity

Clothing description

Any distinguishing marks (physical, language, mobility, etc.)

o whE

2. Assault — If anindividual isfound on the Connect Transportation premises and is assaulting a person served or
staff person, retreat to a safer location and secure the safety of the other persons served and staff.

a. Cdl 911 and follow the instructions given by 911.

b. Maintain visua observance of the individua, if possible.

c. Assist the police upon arrival, and provide any first aid necessary.
d. Complete an Incident Report within 24 hours.

3. Prank or Disturbing Phone Calls — Staff receiving prank or disturbing calls shall do the following:

a.  Report the call to the General Manager and request further instructions.

b. Call 911 if determined necessary by the General Manager and provide any distinguishing voice
characteristics such as pitch, accent, speech impairments, etc.

c. Complete an Incident Report within 24 hours.

4. Unlocked doors, when opening or after hours — If adoor is found unlocked, the following action should be
taken:

a  Relock door.

b. Contact the Connect Transportation General Manager or Facility Manager.

c. The General Manager or his designees will perform an immediate search of the area, and contact Alert
Alarmsfor the last